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Financial Reporting 

Section: 5 

Revision Date: 7/5/2018 

 

Fixed Assets 

Procedural Bulletin # 3 

 

Purpose 

To establish guidelines for maintaining an inventory of fixed assets and disposing of such assets. 

Policy Statement 

Each grant funded entity shall establish and maintain an inventory system for all fixed assets, which includes: 

 Equipment with an original cost or market value of $500.00 or more 

 Weapons  

 Land and building improvements 

 Buildings 

 The list may contain any additional items the entity feels is important to track 

Each entity shall establish, maintain, and periodically review records to ensure the proper accounting of all 

assets.  An internal audit of all fixed assets should be done at minimum bi-annually by the entity.  

Definitions 

 FIXED ASSET:  Any item falling within either of the following categories: 

o Any equipment, land, building, or land and building improvements purchased or obtained in 

any manner for Community Correction’s use that has an original cost of Five Hundred Dollars 

($500.00) or more (excluding building construction that is in progress) and has an estimated life 

of more than one (1) year.     

o Weapons (tracked regardless of cost). 

*Note: The funding source does not determine if an item is a fixed asset.  The funding source could be 

grant money, project income money, or items donated to the grant funded entity. 

 EQUIPMENT:  Any item that was purchased by the grant funded entity through any funding method, 

items transferred from another entity, or items donated from the public for the entity’s use.  

 AUDIT:  An official examination or inspection used to verify the accuracy of the entity’s Fixed Asset 

Inventory.  

 PHYSICAL COUNT:  The process of counting the actual amount of assets on hand you can physically 

see and/or touch. 
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Forms 

 FIXED ASSET INVENTORY LIST  

o The Fixed Asset Inventory List is a spreadsheet that contains a list of current fixed assets with 

date of acquisition, item description, serial number, cost, location, and status. Any assets that 

have been transferred, disposed, or sold should remain on the list for one full year with the 

reason for the status changed (i.e. “disposed”). After the disposed item has been on the list for 

one year and the fiscal audit complete, that item may be removed from the Fixed Asset 

Inventory List. 

 TRANSFER, DISPOSE, OR SALE OF FIXED ASSETS FORM 

o This form will document obsolete, discontinued, or damaged assets that are to be transferred, 

disposed, or sold. 

 REQUEST FOR DONATION FORM 

o This form will document and track any items donated to the entity. 

Reporting and Evaluation 

 It is recommended that all grant funded entities utilize the Fixed Asset Inventory List as the template 

for recording the entity’s fixed assets. Agencies are permitted to use their own template to document 

assets, but it must include the same information as the provided Fixed Asset Inventory List. 

 At a minimum, each entity shall complete a physical count of the fixed asset inventory on a bi-annual 

basis. Additional counts shall occur as necessary to facilitate accounting for the management and 

control of such assets. All asset count records shall be maintained as long as the asset is in use and for 

two (2) years following a State Board of Accounts audit.  

 A Community Corrections division fiscal audit will be completed by Indiana Department of Correction 

(IDOC) annually on each granted funded entity.  The audit will include, but not be limited to, 

inspection and verification of the entity’s Fixed Asset Inventory List. Any major discrepancies reported, 

or findings by the fiscal auditors during their fiscal audit, shall be reported to the IDOC Community 

Corrections Director and the Advisory Board President for review.   

 Each entity shall maintain an accurate list of fixed assets, implement this policy’s administrative 

procedures, and abide by the guidelines established by the State Board of Accounts. The monitoring of 

fixed assets allows the Community Corrections to maintain an accurate record of its assets, their 

location, as well as allow the State Board of Accounts and the Department’s fiscal auditors to accurately 

audit each entity. 

Obsolete, Discontinued, or Damaged Assets 

 Obsolete, discontinued or damaged assets may be disposed of by selling, trading-in on new equipment, 

transferring or other action, including destroying.  The appropriate designation shall be identified on 

the Fixed Asset Inventory List, as well as signed approval by the Advisory Board and the IDOC 

Community Corrections Director on the Transfer, Dispose, or Sale of Fixed Assets Form. 

 Items offered for sale must abide to normal County policy & procedures.  

 Agencies may have items that are damaged beyond where it is economically practical to repair.  In 

these cases, the entity may want to scrap (or junk) these items. After the Advisory Board and IDOC 

Community Corrections Director signs and approves the Transfer, Dispose, or Sale of Fixed Assets 

Form, the item(s) may then be destroyed or disposed of in the most practical and economical manner.   
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Donations 

 Each entity may obtain fixed assets by donation.  When an entity is contacted regarding a donation, a 

Request for Donation Form, shall be completed.  This form may be completed by the individual making 

the donation or by the entity, however, it shall be signed by the donor.  

 Any donated item with a fair market value of $500 or more is to be recorded on the Fixed Asset 

Inventory List. 

 All donations should be approved by the Advisory Board. 

Transferring of Fixed Assets 

 Fixed assets no longer needed at an entity may be transferred to another entity with approval from the 

Community Correction’s Advisory Board as well as approval from the IDOC Community Corrections 

Director.  

 Transferred items shall remain on the Fixed Asset Inventory List for one year with the reason 

“Transferred” listed as the Status. 

Selling of Fixed Assets 

 Fixed assets no longer needed at an entity may be transferred to another entity with approval from the 

Advisory Board as well as approval from the IDOC Community Corrections Director. 

 Sold items shall remain on the Fixed Asset Inventory List for one year with the reason “Sold” listed as 

the Status. 

  Proceeds from the sale of fixed assets are to be deposited into the Project Income/User Fees account, 

unless other direction is given by the Advisory Board and approved by the IDOC Community 

Corrections Director. 

Entity Closing/No Longer Funded 

 In the event that a grant funded entity dissolves or chooses to close, fixed assets will be redistributed to 

other entities as deemed appropriate by the IDOC. 

 In the event that a grant funded entity no longer receives funding from the IDOC, fixed assets 

purchased with IDOC Grant Funds will be dispositioned as deemed appropriate by the IDOC. 


